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Advance Shipping Notification (ASN) Report – BI 
 

Proceed to: PortalReports  

Click on Advance Shipping Notification Report 

 

 
 
If one does not know the Purchase Order number, one can select the double white boxes to bring up a 
search window.  Highlight the PO that one wants to search in the left hand column and click on “Add” 
button. PO number will be displayed in the right hand column.  Once done adding POs click on the “OK” 
button. 
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Once all search criteria is entered, click “OK” 

 
 
Report is displayed, to add additional report criteria, select the category from “Free characteristic” and drag 
it to where you want the data to be added under the “Rows” information. (Similar to Drag/Drop feature in 
windows)  Black line with two arrows will display to where the data will be inserted. 
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Successfully added “ASN Status” characteristic 
 

 
 
Click “Export to Excel” to export the report to Excel 
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“Open” or “Save” file 

 

 
 
 To “Open”, click on “Yes”  
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File is opened in Excel, use Save-As feature to save it in Excel format 
 

 

SAMPLE REPORT 
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